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RD I nstruction 2057-B

PART 2057 - TRAI NI NG

Subpart B - Automated Data Processing Coordinator Certification Program

§2057. 51 Backgr ound.

(a) In Decenber 1984, States were instructed to establish and fill the
position of Automated Data Processing (ADP) Coordinator. As the State's
primary ADP/office autonmation expert, the ADP Coordi nator (ADPC) is
responsi ble for providing a variety of automated information services in
support of the program and adm nistrative operations of the State.
Specifically, ADP Coordinators wll:

(1) Provide technical ADP/office automation assistance and gui dance
to State nanagers, specialists, and field office personnel

(2) Design, inplenent, nodify, and maintain |ocal applications.

(3) Provide, coordinate, and conduct ADP/automation training for
State and field office personnel

(4) Serve as the State ADP security officer

(5) Provide ADP liaison between the State and the National Ofice,
Fi nance O fice, National Finance Center, vendors, contractors, and
support staff at Departmental conputer centers.

(b) Achieving and sustai ning autonated i nformati on nanagenent
excel l ence requires each State to ensure that its ADPC and ADPC

Assi stant (s) possess a full performance | evel of ADP/office autonmation
expertise.

(c) One nmethod of acconplishing this task is through inplenmentation of
a formal certification program For this reason, Rural Devel opment has
nmandat ed an official ADPC Certification Program

§2057.52 Purpose.

The ADPC Certification Program provides a systematic process whereby
State ADPC s and ADPC Assistants can nmaster the know edges, skills, and
abilities (KSAs) required to performthe duties and responsibilities of their
respective positions.
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§2057.53 Legal and requl atory basis.

Devel opnental activities carried out under the Rural Devel opnent ADPC
Certification Program are pursuant to, and consistent with, the provisions of:

(a) Public Law 85-507, "The Government Enpl oyees Training Act," July 7,
1958.

(b) Public Law 95-454, "Civil Service Reform Act," Cctober 13, 1978.

(c) FPM Chapter 410, Subchapter 1-10, "Training - Agency
Responsibilities."

(d) DPM Chapter 410, Subchapter 1-10, "Training - Agency
Responsibilities."

82057.54 Cover age.

The ADPC Certification Program applies to Rural Devel opment enpl oyees who
have been assigned or will be assigned the duties and responsibilities of an
ADPC or ADPC Assi stant position.

§2057.55 Policy.

Rural Devel opnent's policy in inplementing the ADPC Certification Program
will:

(a) Assure that all ADPC s and ADPC Assistants have conpl eted and
i mpl enent ed an ADPC/ ADPC Assi stant | ndi vi dual Devel opnent Pl an
( ADPCI DP)

(b) Assure that the identification of devel opmental needs and sel ection
of training activities are consistent with Rural Devel opnent and State
program m ssi ons and goal s.

(c) Require a procedure for nonitoring, assessing, and certifying ADPC
and ADPC Assi stant devel opmental progress and program conpl etion

82057.56 Basi c procedures.

(a) The general process and procedures by which individual ADPC and
ADPC Assi stant devel opnental needs are determined, training activities
sel ected, and devel opnent schedul es established are as foll ows:
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(1) Review the specific technical and nanagenent (ADPC) KSAs
required to performthe official duties and responsibilities of the
ADPC s or ADPC Assistant's assigned position

(2) Assess the degree to which the ADPC or ADPC Assi stant possesses
the required ADPC KSAs. Those ADPC KSAs requiring "inprovenent" are
desi gnat ed as individual ADPC devel opment needs.

(3) For each ADPC KSA requiring inprovement, select the optinmm
devel opnental activity which will assist the ADPC or ADPC Assi st ant
in attaining the full perfornmance | evel of expertise.

(4) Prepare an ADPC devel opnent schedule. The schedul e shal
include a list of the selected training activities, the order of
sequence (by cal endar date) for acconplishing each activity, and
progress eval uati on checkpoints.

(b) The results of the needs assessnent, selection of devel opnenta
activities, and preparation of the devel opment schedule are to be
docunented on an ADPC-IDP. Form RD 2057-11, "Individual Devel opnent
Pl an ADPC/ ADPC Assi stant," should be prepared on or about the time an
enpl oyee i s assigned to an ADPC or ADPC Assi stant position

(c) At least sem annually, ADPC and ADPC Assi stant devel opnenta
progress must be assessed by the i mredi ate supervi sor and ADPC Techni cal
Advi ser (described in Section 2057.59(c) of this subpart). This

i ncl udes reviewi ng the ADPC-IDP and revising or updating it as necessary
and appropri ate.

(d) The devel opnental process concludes when the ADPC or ADPC Assi st ant
has attained the full perfornmance |evel of expertise for each of the
requi red ADPC KSAs. Satisfactory attai nment must be co-certified by the
i medi at e supervi sor and desi gnated ADPC Techni cal Advi ser.

(e) Upon certification of satisfactory attainnent of the ADPC KSAs at
the full performance |evel of expertise, a Certificate of Conpletion
will be issued and aut henticated by the Assistant Adm nistrator,

Aut omat ed I nformati on Services and Chief, Training Branch

(f) To assist ADPC s, ADPC Assistants, supervisors, and ADPC Technica
Advi sers with the assessnent of devel opnental needs and sel ection of
training activities, an "ADPC/ ADPC Assi stant Traini ng and Devel oprent
Qui debook” has been devel oped.

8§2057.57 - 8§2057.58 [ Reser ved]
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8§2057.59 Assignnent of responsibilities.

Wthin the context of Rural Devel opment's ADPC Certification Program the
follow ng responsibilities are assigned:

(a) Training Branch, Personnel Division is responsible for:

(1) Providing general direction, |eadership, and staff assistance
in the devel opment and establishment of Agency ADPC and ADPC
Assi stant training and devel opnent activities.

(2) Developing resource materials and instrunents for inplenenting
and operating the ADPC Certification Program

(3) Establishing program conpletion requirenents.

(4) Approving participants' satisfactory conpletion of program
requi renents.

(5) Issuing "Certificates of Conpletion" to program participants.
(b) Automated Information Services is responsible for

(1) Providing technical ADP/office autonmation assistance and
gui dance to the ADPC Certification Program

(2) Appointing National Ofice ADP/office autonation experts to
serve as "ADPC Techni cal Advisers" for the ADPC Certification
Program

(c) "ADPC Technical Advisers" are responsible for

(1) Providing expert |evel ADP/office autonation assistance and
gui dance to ADPC s, ADPC Assistants, and their imedi ate
supervi sors.

(2) Actively participating in the devel opnmental process of ADPC s
and ADPC Assistants. This includes:

(i) Assisting with the determ nation of devel opnental needs.
(ii) Assisting with the selection of training activities.
(iii) Approving the selected training activities.

(iv) Monitoring devel opnental progress.
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(v) Certifying satisfactory conpletion of schedul ed training
activities.

(vi) Certifying satisfactory attainnent of the required ADPC
KSAs at the full perfornmance | evel of expertise.

(d) Supervisors of ADPC s and ADPC Assistants are responsible for

(1) Assuring that established ADPC certification program procedures
are followed. (Refer to Section 2057.56 of this subpart)

(2) Conducting ADPC devel opnent conferences with directly
supervi sed ADPC s and ADPC Assistants. This includes, in

consul tation with the ADPC or ADPC Assistant and the ADPC Techni cal
Advi ser:

(i) Determ ning ADPC devel opnent al needs.

(ii) Selecting optimumtraining activities.

(iii) Preparing and inplenmenting an ADPC devel opnment schedul e
(3) Monitoring devel opnental progress.

(4) Certifying satisfactory conpletion of schedul ed training
activities.

(5) Certifying satisfactory attai nment of the required ADPC- KSAs at
the full performance |evel of expertise.

(e) Basic responsibility for each ADPC s and ADPC Assistant's

devel opnent rests with the individual. Each ADPC and ADPC Assistant is
encouraged to exhibit initiative in conpleting devel opnental activities
and denmonstrating inmprovenents that result fromthese activities.

82057.60 Program duration

Participation in the Certification Programshall end:

(a) Wen the scheduled training is conpleted and satisfactory

attai nment of the required ADPC-KSAs at the full performance |evel of
experti se has been certified by the i medi ate supervi sor and ADPC
Techni cal Adviser; or

(b) When the participant voluntarily |eaves the programor vacates the
position; or,

(c) Wen the participant fails to maintain satisfactory work
performance or satisfactory training progress and achi evenent; or
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2057. 60 (Con.)

(d) If the participant fails to conplete the ADPC devel opnment schedul e
within 24 months fromthe date of approval. The Training Branch nay
grant extensions of tine provided reasonabl e requests are received prior
to the expiration of the 24-nonth enrol | nent period.

§2057. 61 - 82057.100 [Reserved]
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